
Self-Service Address Change for Retirees 

1. Go to the City of Norfolk’s web site:  http://www.norfolk.gov/retirement

2. Click on PeopleSoft Self-Service hyperlink at the bottom of the page. 

NOTE: If you have not signed on before, please review the Self-Service Log in 
Instructions before continuing with these instructions

3. Enter your user id (retiree’s employee id) and password. Then, click “Sign In.” (Your password 
must be at least seven characters and include one capital letter, one number, and one special 
character. If you are having a problem with your password, please contact the City of Norfolk 
IMPACT Care Center at 757-664-6510 for assistance Monday through Friday between 7:00 am 
and 6:00 pm.). 



4. Click “Personal Details” tile. 

5. Click “Addresses” tile. 



6. You will see your address on this page. To Edit, select and click the address you want to 
change. 

7. Type in your new address and make sure you Save. 



8. To exit PeopleSoft, click the vertical ellipsis, and select “Sign Out” from the drop down list. 


